OPERATIONAL SERVICES DIVISION

Organization Administrator: Maintain Department/Locations

This Job Aid shows how to:
* Create and Maintain departments and locations in COMMBUYS

Of Special Note:

Departments and locations are entered into the system by the Organization Administrator (OA) after discussion with the
Agency Chief Procurement Officer, Chief Fiscal Officer and COMMBUYS liaisons. Thought and structure must be
developed or known to ensure organization structure is established properly. Organization Administrators maintain the
departments, locations, users and approval paths for their organization in COMMBUYS. The set-up options available for
Organization Administrators in COMMBUYS provide systematic control of the end-to-end procurement process, including
document creation rights, viewing privileges and user workflow within their organization. NOTE: A department and a
location must be assigned prior to adding agency users. If your organization does not have a department and a location,
you can duplicate your Organization (and or Department) information to satisfy that requirement.

Screenshot Directions

T Launch tne COMMBUYS websl by

entering the URL www.commbuys.com into

C®OMMBUYS ===

—— - REERATIONM. SERVIGCES BINMISION Login using your Login ID and password.

COPMBUYS is the only official procurement record system for the Commonwealth of
Massachusetts’ Executive Departments. COMMBUYS offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers.

COMMBUYS INFORMATION:
For more information on COMMBUY'S please visit the COMMBUY'S support pages.
Training and Registration for Purchasers

Training and Registration for Sellers
Job Aids for Purchasers
Job Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBUY S@state. ma.us or ring us during normal business hours (B84M — SPM Monday —
Friday) at 1-888-627-8283 or 617-720-3197

e Register
Register here to begin using COMMBUYS.
“endors, please read this disclaimer prior to registering

L Complete Registration
Complete registration here to begin using COMMBUY'S.
Wendors, please read this disclaimer prior to completing registration.

N Open Bids

Browse open bid opportunities.
— Active Contracts

Browse active Contracts/Blankets.
-— Contract & Bid Search

Search for Bids and active Contracts/Blankets.

N Registered Vendor Search
Search for registered vendors.

Login 1D:

Password:

Forgot your password?

© 2014 Periscope Holdings, Inc.
Al Rights Reserved
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Organization Administrator: Maintain Department/Locations

Screenshot Directions

Document Settings ~ System Configuration  aintenance Tables

| Wiaintain Agency
=== | GrganizationsiDepartments/Locations
This section is used to administer agency
organization, department and location informatizn

Configure Approval Settings
This section s used o configure system setings for
‘appewval path maintenance

Waintain Agency Approval Paths
— This section is used to administer agency approval paths

Waintain Agency Users
‘This section is usad to maintain agency users

Waintain Assignment of Commodity-EPPs to

—
—
= =——— | Purchasers

This section s used o adminissr the assciaton of
purchasers wilh commadiy cads

Maintain Document Attachment Repository [l
This section s used to maintain fles in the document —
= |

—
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2. This is the Organization Administrator
home page which has a Control Center for
all actions related to department configuration
and maintenance.

The home page opens on the Department/
Approval/Users tab. This page is the main
menu and the starting point for any
department, approval and user maintenance
actions.

QOrganization Administrator Home

| Wizintsin Agency
"==—— | GrganizationsiDepartments/Locations
This section is used to administer agency
organization, department and location information
—

Configure Approval Settings —
This section is used to configure system settings for ]
appevval path maintenance =

Waintain Agency Approval Paths
— This section is used to administer agency approval paths

Maintain Agency Users
This section is usad to maintain agency users

=== Maintain Assignment of Commodity-EPPs to
—
= =——— | Purchasers
This section s used o adminisar the assaciaton of
purchasers with commadty caes

Maintain Document Attachment Repository —
This section s used to maintain fles in the document —
|

—
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3. To add or edit a new department, click
Maintain Agency Organizations/
Departments/ Locations.

COMMBUYS will open the Maintain
Organization & Department view for the
User’s Current Organization.

Agency Organization Administrator Home
Maintain Agency Organizations
- - This section s used to administer agengy
= = | crganizations
—

Maintain Qrganization Departments
This section is used to maintain organization
departments

Copyright & 2013 Periscope Holdings, Inc. - All Rights Reserved

4. Click the Maintain Organization
Departments icon to add and maintain
department information.

This allows you to maintain Departments,
which are the second tier of the organizational
structure in COMMBUYS.
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Screenshot Directions

5. After clicking the Maintain Organization
Departments icon, you will see a list of all
departments for your organization. Perform
departmental maintenance from this page.

To add a department, click the Add
Department button at the bottom of the page.
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6. To add a department for your organization,
any field marked with an asterisk (*), must be
completed.

Once complete, click Save & Exit.

Field Descriptions:

¢ Department ID — required; unique
identifier for the address; 5-digit alpha
numeric ID, once set, the dept ID cannot
be changed

* Organization — your current organization

* Department Name — required; name for
Department

+ Status — active or inactive

* Allow Manual Override Encumbrance #
- Not Applicable

* Auto Encumbrance # Prefix — Not
applicable

« Limit Solicitation Access — If checked,
solicitations associated with this
department will be filtered out of external
searches (e.g., Open Bids). (General rule
- should not be used.)

» Limit Contract Access — If checked,
contracts associated with this department
will be filtered out of external searches
(e.g., Active Contracts). (General rule -
should not be used.)

Department Maintenance for Operational Services Division

7. To maintain a department, return to the
Department Maintenance Page (also seen in
step 5) and select the department you wish to

Dt D et edit by clicking the hyperlinked Department
i PETSFLLS ID.
1 Sirategic Sourcing
Conress
BFI2ME Bettys Test Cepariment
BEAS Buresy of Sustance Abuse Senices
C0A Wessachusetts Emangency Mznagement Agengy
[HCD Deperiment of Housing & Community Cevelopment
¢ DIANEL Dianz’ Degariment
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Screenshot Directions

8. This page is broken up into three sections.
Department Information, Department Address
List and Department Location List.

S In the first section titled, Department
e Information, you are able to edit the
- o— [rT—— Department name and status.
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9. In the second section titled, Department

Address List, all addresses within your
department may be added or edited.

i A Tt Desaet g By Ang
A Pack

B, To add a department address click on Add
r—— Dept. Address.
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Directions

10. To add a new Department Address to the
department you selected, complete the
required fields and click the Save & Exit
button.

Field Descriptions:

* Department Suffix ID — required; unique
identifier for the address; 5-digit alpha
numeric ID, once set, the ID cannot be
change

» Department Suffix Name - required;
description or name of address

» Status — active or inactive

* Copy from Department Address — if the
address being added exists for another
department, use the look-up Eyeglass

Icon ™ to copy the address to the new
department address.

» Contact Name - required; contact for the
address

* Address Line — address line1 — required;

*  Country — required; select from available
Country Codes

+ City —required

» State/Province — required; select from
dropdown

e Zip —required

* County — optional field

e Phone - required; phone number
including area code

»  Ext —for phone number if applicable

* Fax — number can be entered if known

* Email — required; email address for
contact person

* Toll Free — phone number including area
code, if applicable

» Alt Reference — alternate name for the
address, if applicable

*  Mobile — cell phone number, if applicable

Location List

Location ID

Location Name:

There are no locations found for this department.

pr—
L AddLocation
——

Exit

Copyright @ 2014 Periscope Haldings, Inc - All Rights Reserved

11. In the third section, Location List, you are
required to have at least one location for each
department.

To add a location, click on the Add Location
button.
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Screenshot Directions

12. Locations are the lowest level of the
organization structure. Locations are typically
used for managing approval paths, default
addresses, and Purchaser assignment.

Once complete click Save & Exit

Add Location fields include:

* Location ID —5-digit alpha numeric ID;
once set, it cannot be changed; 5-digit
alpha numeric ID, once set ID cannot be
changed

* Department — select department from the
drop-down list

¢ Location Name - required

+ Status — Active, Deleted, Inactive,

Pending

* Location Type — options: Department

o 0° Jeatmet IE1 - Mighael £ : ]
» . BT Viael eaTe Bl Access, Central Receiving, Inventory,
pain_[o] Inventory and Central Receiving
e e

T [ «  Purchaser — select from the drop-down

Frmm— ] +  Ship-to Department Address — choose
Frmm— ] a destination address
o " 2 + Bill-to Department Address — choose a
‘_ - bill-to address
N N 0 «  Account Filter — Phase ||
R R + Email To - select a user from the drop-
R s down list for notification purposes
Py =l * Allow PO Receipt Variance — controls if
S W PO Receipt Variances are allowed
¥ s e —— * PO Receipt Quantity Variance
¥ s s Rt 7 B g o 6 R Percentage (0.0% means no Iimit)
R L R0 O R O e e - % option to preset an amount of
ETTENN SETTETH T u variance in the items received
Oemyrgred 20U Perioope ~0OmgE e - A1 RS Assenad

» PO Receipt Dollar Variance
($0.00 means no limit) - same as
above, using the dollar amount as
the qualifier instead of quantity
» Specify Purchaser Allowed — allows the
selection of a specific purchaser for the
location, all documents created by this
location will default to that purchaser
* Limit Solicitation Access — controls if
solicitations associated with this location
will be filtered out of external searches
(e.g., Open Bids)
* Limit Contract Access — controls if
contracts associated with this location will
be filtered out of external searches (e.g.,
Active Contracts)
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Screenshot Directions
Maitain Deparmentor Congress 13. You are able to add as many
— departments, department addresses and
S— i o [E—— locations as desired (there is no quantity
D s i 3] restriction).
e I} B £hh |:|
- . . Once you are finished adding the department
- g addresses and locations to your department;
E| T click Exit on the bottom of this screen shot to
return to the Departments page.
Departmant ufs 1D Depertmant suffi Nag g nto stetus
W Tt Degt Oparatona Senioes Db Ao
mwazm
gﬂ\l‘em@mmﬂwm
Prire: (S-S
LocstionID Lozation Hame stetus
= N =]
I —
oy R 4 P g 0 - Al R Rl

Last Revised: 2014/08/19 COMMBUYS Maintain Department/Location



